TO, 


The Project Director, 
World Bank Project, 
Clifton, Karachi, Sindh. 


Subject: Application for the post of Accounts Officer at World Bank 
Project, Karachi. 


Respected Sir, 


This letter is in regards to the job Advertisement posted by 
in newspaper regarding the requirement of the candidate for the post of Audit 
Officer. I would like to bring in your kind notice that I am interested for the 
particular job position and like to apply for the same. I am MBA (Finance) from 
Iqra University Also BBA (Finance) from Bahria university and (Intermediate) 
from SZABIST Larkana and have lot of experience for the same and currently 
working as Officer Central Process Unit at National Bank Of Pakistan. I was 
also associated as Officer-1 in (Accounts & Finance / CRS Department) at 
Sindh Institute Of Urology & Transplantation , Karachi. 

My resume is attached with this letter and I am confident about my candidacy 


so kindly consider me for an interview. 


Thanking you for your kind consideration 


Sincerely, 


Rameez Raja S/O Muhammad Shahbaz Khan 
0334-2042979 


Bimsrj@gmail.com 


RAMEEZ RAJA 
k.linkedin.com/pub/rameez-raja/81/2a0/738 
Contact: +92-03433024689, 0334-2042979 
Email: bimsrj@gmail.com 
Address: Flat no# 503, Block B, Bait-Ul-Hina Apartment, Gulistan-e-Jauher, 
Block 18, Karachi 


Summary profile 


| want to excel in this field with hard work, perseverance and dedication. My areas of 
expertise are; 


ACADEMIC QULIFICATIONS 


QUALIFICATION | MAJORS YEAR INSTITUTION 
MBA FINANCE 2017 IQRA UNIVERSITY MAIN DEFENSE CAMPUS 
FINANCE 
BBA 201A BAHRIA UNIVERSITY, KARACHI CAMPUS 
PRE- 
INTERMEDIATE Engneerna 2009 SZABIST, LARKANA CAMPUS 
MATRICULATION SCIENCE 2007 BAQA GRAMMER SCHOOL, LARKANA 


CAREER SUMMARY 


Notiona! Benk of Pokiston 


NATIONAL BANK OF PAKISTAN 


“Currently Working as Officer Central Process unit OG-2”, (03-10-2022 To Current) 


° To Record and maintain reports of Cars sold under the Product ljraha (Lease Finance), and 
Diminishing Musharkah (Partnership) & record the revenue accordingly. 


° To ensure that the recording of revenue is appropriate and accurate, including correctly 
recording the source and any limitations in the use of funds. 


° To reconcile ALMANAC on system-generated reports (FIV, FBR, FRVMS, FIVMS, FIVP, FRVP) 
with SAP-GL/PD on daily basis. 


° To analyze and timely update KIBOR Rate Revision in the system and ensure accurate 
issuance of revision letters to customers for getting monthly installments timely. 


° To ensure shariah compliance in all aspects of the job and complete the accounting cycle of 
the Islamic product. 


eTo manage payments/receipt process, verifying that documentation is accurate and correctly 
ratified, that SAP-GL coding is correct and payment is made in the utmost well-organized and cost- 
effective manner. 


° To assist in the production of accurate financial information on a regular and timely basis, 
meeting weekly, monthly and annual deadlines. 


° To analyze expenditure in contradiction of budget, examining and documenting clarifications 
for any major amendments. 


° To process vouchers on a daily basis 

° To record daily income & accrual on system 

° To prepare monthly Journal Vouchers 

° To reconcile Almanac system-generated reports in sap GL/ PD on a daily basis 

° To assist in the preparation of financial information for the statuary Audit 

° Reconcile Diminishing Musharka received and resolve discrepancies. 

° Keep track of installments and payments. 

° Correspondence with internal departments & Branches. 

° Manage the receipting, acknowledgment, and pledge management process including 


reviewing all receipts, acknowledgment letters, and reminders before being sent to clients. 


° Help in executing and managing Branch queries. 

° Help in preparing proposals, presentations, and request letters. 

° Any other task assigned by the supervisor / Head of Department. 

. Assist in preparing various reports for donors. 

° Reconcile Diminishing Musharka, ljarah, Profit/Loss, Balance Sheet, Trial Balance, FIV, Pool 


Payment Etc. reports on excel as well as on Software. 


SIUT 


PAKISTAN 


Sindh Institute of Urology and Transplantation (SIUT): (15 JAN 2019 To 
SEP 2022). 


Worked as Officer-1 in Central Receiving Section CRS (Supply Chain): 


1°" JAN 19 TO AUG 2020 CENTRAL RECEIVING SECTION 


Comparing purchase orders with invoices and packaging lists. 
Inspecting deliveries to ensure they match order and invoice criteria. 
Receiving and signing for deliveries. 

Unloading deliveries from trucks. 

Processing returns for incorrect or unsatisfactory items. 

Organizing and storing received items in appropriate areas. 
Updating inventory with received items. 

Communicating with vendors regarding delays or problems. 
Maintaining records of orders, delivery details, etc. 


Assist in maintaining a clean, efficient, and effective storeroom operation by following 
procedures to receive, unpack, inventory, store (as necessary) account for and issue all 
shipments of supplies and equipment. 


Receive, organize, and sort all incoming mail and other items, including freight from delivery 
services, interoffice mail, for distribution to all departments, faculty, administrative offices, 
and other campus facilities. This includes assisting with unloading delivery trucks. 


Receive and process packing lists for warehouse stock items. 


Worked as Officer-1 in Accounts & Finance Department SIUT: 


1°' SEPT 2020 TO SEP 2022 


Check suppliers record NTN/ Tax & previous payments 
Check Supplier Documents, Invoice, Delivery Challans, Distribution Letters (in case of 
Local), Goods Declaration Form "GD" & Undertaking & Custom Documents (In case 
of Import Items). 
Withhold Tax according to service and Products and timely submit into FBR (Federal 
Board of Revenue), 
Analyzing Bank statements and other Documentation work 

e Ledger Balancing and create entries according to their head of accounts. 
Ensure Public Procurement Rules 2014 

e Sindh Public Procurement Rules (SPPRA) 

e Auditing and Scrutiny of record 

e Checking PO’s, Challan’s and Bills with their complete documentation and 

make 

cheque payments 


e Collaborate with financial team members on contracts, invoicing, and other financial 

e Matters 

e Management reporting, preparations of financial reports, Financial Models, Work 
Proposals, Presentation, Minutes of meeting etc. 


Wares 


Express & Logistics 


(TCS EXPRESS & LOGISTICS): (From 11th FEB 2016 up to 31% 


DEC 2018) - 3 years. 


Worked as Executive Service Ambassador — Key Accounts Department 
e Developing and managing a portfolio of Key Accounts 
e Achieving monthly sales targets by identifying and developing new customers 


e Ensuring high levels of customer satisfaction as well as up-sell and cross-sell 
potential within existing customers to maximize share of wallet 


e Coordinating pre-sales and post-sales follow up 

e Achieving and exceeding weekly and monthly KPIs 

e Key Accounts Analysis 

e Monitoring market trends and providing regular competitor feedback 


e Provide assistance and facilitation 
e Process customer complains mark it to concern area operations all over in Pakistan 
e Providing information to account customer through emails 


SSGC 


(SUI-SOUTHERN GAS COMPANY) 


Karachi, Pakistan, 26 June to August 15, 2013. (3 Months) 


Did an internship at SSGC, where | worked in finance department and its several sections 
mainly: - 


eFIXED ASSET: where | learned purchase and maintenance of non-current assets 


ePRE-AUDIT: analyzing managing and estimating financial statements, receipts, budget 
plans. 


ePAYROLL: managing salaries, payroll, stipend etc. 
e TAXATION: managing and analyzing Government Tax 


eFINANCE & ADMIN: dealing with expenses, inventories and other general expenses 


CERTIFCATIONS AND TRAINNIGS 


e Done Financial Modeling Course as an elective in my “BBA Program”. 

e Done (CIT) majors in MSOffice, Web Designing and Development (2014). 

e Done 2 months Computer Hardware course from licit (01 Jul to 30 Aug-2013). 

e Done 6 weeks MS Office certificate course from Zeenia Institute of Technology (24 
Jul To 05 June, 2013). 


ACHIEVEMENTS 


e Represent my college at national level in drama competition secured 1st™ position 

e Selected for add shoot for my Tuition Center represent my center all over in city. 

e Get promotion within 6 months based on performance promoted as Senior Officer/ 
Team lead in TCS Express & Logistics. 


SKILLS 


e Leadership & Management skills. 

e Communication Skills — Both Verbal & Non-Verbal 
e Fluent in English, Urdu & Sindhi. 

e Adaptability and flexibility. 

e Analytical & problem-solving skills. 

e Team work skills. 

e Interpersonal skills. 


SOCIAL WORK 


e Promoting green environment through planting Trees, reduce less paper use for 
saving trees. 

e Work with different NGO’s for child Malnutrition in backward area’s in Sindh & 
allover in Pakistan. 

e Participated in different cleaning drives in various parts of city and beaches. 


e Participated and arrange funds, for flood victims Thatta back in 2010. 


PERSONAL DETAILS 


FATHERS NAME MUHAMMAD SHAHBAZ KHAN 
NATIONALITY PAKISTANI 

DATE OF BIRTH 17/12/1991 

MARITAL STATUS SINGLE 

LANGUAGES URDU (Native), ENGLISH, SINDHI. 


“References to be furnished upon request”. 


